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Piscel Year 1961

'mm od 1063 forus anelysis yrojects resulting in development
@) #MMM;m&ﬂrmﬁamfmmmwiﬂml
reviev of T12 reprinis requests. These actions leed to the

peinting of over 33 million form coples.

2} Ome husdved and seventy.one forms were usde obsolete. is of
@ 30 June 1961 there were 1746 Porms (1535 Agency and 208 other
Government Forwe) in use in CYA,

aam% : untative of the tangidla mfita rvesulting
frox Ui 1, 3fmm1;zﬁsmmm;ﬁarmmmmsmneh
Fojects, Many benaTits not computed ere intangible or womuld heve
taken t00 mxch tive to cawpute.

{1} Feduced the size of & Project Comtrol Record,

Form 619 $ 3%0.
{2) Eeduced copy distribution of Form Indloces 500 .
{3} Prevented crection of nev Document Comtrol Reeord 500 .
(3} Dmwoved the Master Immnization Record and related

filing wysten 4,380,

(5) Zlfminated FBID logging of OCR disseminated wmaterial 14,580.

(6} Converted warehouse stock of 106,000 sets of IX
mmmmzaﬁmmmwm,m
mm, thus preventing wastage of 106,000
sagtors and re-procurement of & like smoumt of eut

mastors 7,520,
(1) Prevented unmecessary retypes by prescriding use of
-~ Colistbia M-50 Hylar typewriter ribbons in OCR 6,000,

(8) Eliminated unused pinfeed featwre of Balch Mat; reduced
quantity ordered; rejected sxvessive bid, them redid 3,730.

(9) Changed pervsonmel action forms and systems for com-

ters. (OP and Commuter Perscmmel share credit
m) 2339%»
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{2} A OXa Yores Momgewent Mandhook was writtenm.

A procedure "How To Procuwre Other Uovernment Agency Forms Used
@) By CIA" wes developed and published.

{b) Confueted a b wonths Thermal Test of Information Report Sets.

{3) Started an Agmwey vile test on typewriter ridhems obtained
from 10 Afforent maonfacturers. Testing was coopletad but
fim} evaluation of findings not mede dus to lack of time and
& ohange in ewphasis of Forms {Correspontence) Mapegenent
Progray.

{6) TRecomsndcd to United States Intelligence Board Comsittes On
Dosumenbetion that all maae choek forms used in the Govern.
wort be stapdsrdized,

{7) Started a Forwe thovey in PD/P. Included smong accomplishe
nents wyre:

te mm;mwmumwuwmmm
Porae Yormgenest Progrem. the oderly tranafer
ammmmmm to the DIP/YOI0 and
Ombmetod the persceswl of the Rid's office on a Forms
Mumsgeseut Program. Sol4 one Division of DBP on the ides
of dcing scoething sbout its 150 bootleg forms. One man
is now spenliing over half of Ris time on this poject.

{8) Developed a2 new magmetized plastic Security Cheek Sheet
Holder which will oomtribute greatly to good housekeeping
pragtices in the Agmmey. Of even greater signifiecance is
the vrsatility of this holder and ite use with the vew
Zedvower desk safes cxdered Ior the New Bullling, Five-
thousand holders have been ordered.

(9) Developed s “Versi.Trsy" uhieh msy be used as an overnight
meIwaemimlmw Recommended
that Orfdee of logistics procure 13,000 of these units,
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{10) OCommolifated OL Dispetch Form overprints $ 320.

{11) Prevented dowtruction of 185,000 sets of 0ld Dispateh
mwmmmmmmmms o
' *

{12) Conbined two Intelligence Exchunge Porms 1,500,

{13) Remowed 23,000 faulty CIA Informaticn Report Master
Sets frem Supply Syutew, preventing the retyping of
o salinated 13,500 Mﬁbh masters and unmecessary
reprobaetion of 5,750 of these faulty wasters.
Total evtimmted savings. 12,000,

{14) Discontinuwed use of 10,000 eavelopes for dissemivation
of B Reports 200.

(15} Arranged for mxmufecturer to reimburse the Agency
for faulty forms. 13,930,
{Dis does ot inclnde time saved on Flexowriters
st comts of bandling, shipping, ete.)

{16} 7Total Tangible Bemefits w
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V. TRAIRTIG, PERSCHERL ARD RELATED ACTIVITIRG

(1) [_Inelped found the Torme Hammgement Council (FIC) and was
elsoted 1ts Tirst Cheirman. NHe wes slso slected Vice-
Chntrwan of the Imter-Agency Becords Aleinlstrution Confer-
oncs (IRAC). He chaired several VI an? IRAC meetings and
wan prineipel spesksr st several of such mestings.

| I _ |- RCA Bystewms Aumalysis Course
- imeyican University's course io Adminiatration
Prograw, {Tweo mm)_ |

*»

retived.
tailed %o Building Planning Staff.
Sotailed to IOP/RO for about 3 womths.
resigned frea the Ageney.

(5) Zrips

+o Business Show in Few York City
- 40 Corapolis, Pu. to visit MeGregor Carbon
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